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NOAA COMMISSIONED OFFICER BILLET DESCRIPTION

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPCTO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC
FROM:
ROUTING CODE:
ADDRESS:

PHONE NUMBER:

THRU (Liaison Officer):

BILLET TITLE:                                 BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.)     

GS/GM EQUIVALENT:                               

(This block to be completed by liaison officer)
IS THIS A NEW BILLET:                    YES                      NO
BILLET PRIORITY:               A,           B,           C,          R

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:

EDUCATIONAL REQUIREMENTS:

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)

1. GENERAL DESCRIPTION OF BILLET:

2. DUTIES AND RESPONSIBILITIES:
a. Is this a supervisory billet?          YES          NO
b. If so, state number and grade of personnel supervised.   Number:                         Grade(s):

                                                                                                                                                                                                                CONTINUE IN ITEM 4



3. CAREER DEVELOPMENT OPPORTUNITIES:

4. ADDITIONAL COMMENTS:

SIGNATURE OF SUPERVISOR: DATE:


	Liaison Officer: NOS Liaison Officer
	From Name: Deputy Director, NMSP FSVA
	Routing Code: N/ORM6
	Address: SSMC4  RM 11435
1305 East-West Highway
Silver Spring, MD  20910-3281
	Telephone Number: 3017133125
	Telephone Extension: x253
	Billet Title: Marine Operations Coordinator, CINMS
	Billet Number: 7633
	Rank Requested: O-2
	GS_GM Equivalent: GS-10
	New Billet_Yes: 
	Immediate Supervisor: 
	Title: Superintendent, CINMS
	Supervisor_Telephone Number: 8059667107
	Supervisor Telephone Extension: x465
	Educational Requirements: Bachelor of Science Degree in marine resources related field is desirable, but not required. Experience with small boat management, operations, maintenance and handling are the most essential requirements for this billet, as well as operational knowledge of NMAO Small Boat policies. Contracting Officer Technical Representative (COTR) training is also preferred.
	Other Qualifications: Successful completion of initial sea assignment with above standard Officer Evaluation Reports required; Officer of the Deck (Underway) Qualification, NOAA Dive Certification (Divemaster, Unit Dive Supervisor, Medical Technician), CPR/First Aid Training or STCW Medical Person in Charge qualification, and appropriate USCG license or certificate desired. 
	Billet Description: The billet will function at the Division level. The National Marine Sanctuary Program exists within the Office of Ocean & Coastal Resource Management of NOS, and its mission is to manage a nationwide system of marine sanctuaries based on the identification and designation of special marine areas for the long-term benefit of the public. Comprehensive management plans are developed for each site to ensure their continued preservation and accessibility for current and future generations, and on-site programs for research, education and outreach, cultural legacy and resource protection are carried out to further the mission of the NMSP.

The officer will serve at the Channel Islands National Marine Sanctuary office in Santa Barbara, CA, and will be responsible for managing day-to-day operations of existing vessels, leading efforts to acquire replacement or additional assets, implementing field operations designed to achieve site-specific goals and objectives, and serve, as necessary, in roles related to facilities, safety, vessels and aircraft. 

The billet will be split 50% for Management, 25% for Operations, and 25% for Administration.
	Supervisory Billet_Yes: X
	Supervisory Billet_No: 
	If Supervisory Billet_Number: 2
	If Supervisory Billet_Grade: Contractors and/or interns
	Duties and Responsibilities: Responsible for the safe operation, inspection compliance, life cycle costs and material condition of the boats under their supervision, including the management of the Vessel Maintenance Database for applicable assets.

Develop and maintain a Vessel Operations Manual (VOM) for each Small Research Vessel (SRV), Class III motorboat and qualified Class II motorboat owned, operated or maintained by their program.

Work with applicable field personnel to ensure compliance with the NOS Vessel Policy (VP), and tailor specific Vessel Operations Manuals to address site and region-specific operational risks and issues common to all boats owned, operated or maintained by their program.

Participate in vessel operations up to one week of underway time per month, or as cleared by the Deputy, NMSP FSVA.
	Reset Page 1: 
	Continue in Item 4: 
	Career Development Opportunities: Personnel: As the coordinator of multiple operational and research platforms, the officer will gain valuable experience in managing simultaneous field operations from both the program and the operations side.

Budget: The officer will gain experience with budget formulation and submission, as well as contracting. The officer will have both budget execution and formulation responsibilities within the scope of these duties, as well as direct and indirect oversight of the related funding.

Training Opportunities: The officer will have the ability to participate in numerous training opportunities, including contracting courses, small boat safety training and program management instruction, as well as other training deemed relevant to their site. The desired requirements listed under "Other Qualifications" may be attained either at the start of or during the course of their tour, including the NOAA Small Boat Operator's Course, Vessel Operations Budget Management and Project Management courses.

Inter/Intra-Agency Interaction: The officer will interact frequently with military and civilian members of the Navy and Coast Guard, as well as act as a coordinator for regional small boat assets that will include other NOAA Line Offices. The officer will also interact frequently with state and local agencies.

Professional Development: The NMSP will support the officer's professional development by providing challenging management and leadership opportunities, and taking advantage of their particular skills and interests, which will assist the officer in preparing for advancement.  According to the officer's and program's needs, additional responsibilities will be assigned in areas of education and outreach, research and resource protection.
	Additional Comments: Train applicable personnel on the use of Float Plans and the requirements for filing prior to a small boat departure. Be responsible for determining whether a vessel is overdue for arrival, and taking appropriate action to either determine the location of the vessel or initiate an emergency response.

Perform Operational Risk Assessments for all missions of associated small boats to ensure risks to personnel, vessels, the environment and public relations is kept to an absolute minimum.

Schedule, coordinate and manage small boat operations, personnel training and qualifications, operators' time and attendance, vessel maintenance and dry dock periods, annual inspections and other site related activities. Prepare vessels for fleet inspection, address discrepancies as required and document actions taken to the fleet inspection team.

Be completely familiar with the requirements of NOAA Administrative Order (NAO) 217-103, "Management of NOAA Small Boats". Ensure that all operators of small boats are appropriately trained and certified based on boat size, engineering complexity and nature of their operations, as well as manage vessel operator contracts as appropriate.

Review all Project Instructions/Cruise Plans before submitting to an approving authority. Evaluate marine weather forecasts with respect to operational areas, vessel limitations and mission requirements prior to authorizing any engagement in boat operations.

Report all accidents/incidents of small boat operations utilizing existing Agency policy, and initiate an investigation when the cause is not clearly evident.

Assess the suitability of a new or used boat, or of a boat design, in relation to cost, mission requirements, operational risk, safety and environmental compliance prior to initiating a purchase. 

Assist the NMSP Deputy Director for Facilities, Safety, Vessels and Aircraft, and the Small Boat Coordinator, with fostering a corporate culture that values the boat operator, encourages the distribution of information, seeks to manage operational risks, and shares a commitment to environmentally sound boat operations. Direct that good marine practice is exercised to ensure all small boats are operated in a safe and courteous manner, and that they are maintained in a seaworthy condition.

Supervise the record keeping of Risk Assessments, boat alteration engineering documents and drawings, and operator certification and training for all boats owned, operated or maintained by their program.

	Supervisor Signature Date: 
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	Billet Priority_A: X
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